eySX093  VM909i 


WEDNESDAY,  OCTODER  29,  1975 


PART  II: 


INTERSTATE 

COMMERCE 

COMMISSION 


UNIFORM  SYSTEMS  OF 
ACCOUNTS,  DESTRUaiON 
OF  RECORDS;  RECORDS 
AND  REPORTS 


Preservation  of  Records 


RULES  AND  REGULATIONS 


Title  49 — ^Transportation 

CHAPTER  X— INTERSTATE  COMMERCE 
COMMISSION 

SUBCHAPTER  C— ACCOUNTS,  RECORDS  AND 
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[No.  36210] 

UNIFORM  SYSTEMS  OF  ACCOUNTS,  DE¬ 
STRUCTION  OF  RECORDS,  AND  REC¬ 
ORDS  AND  REPORTS 

Preservation  of  Records 

Decided:  October  14, 1975. 

Service  Date:  October  29, 1975. 

Certain  revised  regulations  governing 
preservation  of  records  by  all  carriers 
(49  CFR  1220-1239)  and  racemaaing  or¬ 
ganizations  (49  CFR  1253)  subject  to  the 
Interstate  Conunerce  Act  are  adopted  to 
be  effective  with  service  of  this  order. 

Report  of  the  Commission.  The  pur¬ 
pose  of  the  changes  set  forth  below  is 
to  revise  the  regiUations  governing  the 
destruction  of  records  by  carriers  and 
ratemaking  organizations  imder  our  ju¬ 
risdiction.  The  following  tsrpes  of  changes 
are  made: 

1.  The  present  regulations  are  con¬ 
solidated  into  a  single  set  of  general 
Instructions  and  record  retention  sched¬ 
ules. 

2.  Microfilming  of  any  record  at  any 
time  is  allowed  provided  certain  basic 
requirements  are  met. 

3.  Retention  periods  of  many  records 
are  reduced. 

The  significant  change  is  the  allowing 
of  Immediate  microfilming  of  any  rec¬ 
ord.  Previously,  our  regulations  have  al¬ 
lowed  microfilm  copy  for  most  records, 
but  many  records  had  to  be  either  re¬ 
tained  permanently  in  original  form,  or 
for  a  minimum  number  of  years  in  orig¬ 
inal  form  before  microfilm  could  replace 
them.  The  regulations  set  forth  below 
retain  the  basic  requirements  for  any 
photographic  copy  as  to  quality,  acces¬ 
sibility,  and  reader-reproduction  capa¬ 
bility. 

The  reduced  retention  periods  are  for 
the  most  part  the  result  of  consolidat¬ 
ing  the  regulations.  The  period  selected 
for  a  particular  record  was  generally  the 
lowest  period  prescribed  for  any  one 
mode.  This  insures  that  the  rules  are 
uniformly  applied  to  all  companies. 

We  do  not  consider  the  changes  bur¬ 
densome  because  they  represent  an  eas¬ 
ing  of  our  recordkeeping  requirements. 
Therefore,  public  proceedings  under  sec¬ 
tions  553  and  559  of  the  Administrative 
Procedure  Act,  5  U.S.C.  553,  559,  are  not 
necessary. 

We  find  that  Parts  1220-1239  of  Chap¬ 
ter  X  of  Title  49  of  the  Code  of  Federal 
Regulations  should  be  amended  to  re¬ 
flect  the  modifications  as  set  forth  below; 
that  such  rule  changes  are  reasonable 
and  necessary  to  the  effective  enforce¬ 
ment  of  the  provisions  of  the  Interstate 
Commerce  Act,  as  amended;  that  such 
rules,  as  modified,  are  otherwise  lawful 
and  consistent  with  the  public  interest 
and  the  National  Transportation  Policy; 
that  this  Is  not  a  major  Federal  action 
significantly  affecting  the  quality  of  the 
human  environment  within  the  meaning 
of  the  National  Environmental  Policy 
Act  of  1969. 


An  appropriate  order  will  be  entered. 

At  a  General  Session  of  the  Interstate 
Commerce  Commission,  held  at  its  office 
in  Washington,_D.C.,  on  the  14th  day  of 
October,  1975. 

Consideration  having  been  given  to 
the  matters  and  things,  involved  in  this 
pr(x;eeding,  and  the  said  Commission,  on 
the  date  thereof,  having  made  and  filed 
a  report  herein  containing  its  findings 
and  conclusions,  which  report  Is  hereby 
made  a  part  hereof: 

It  is  ordered.  That,  effective  with  serv¬ 
ice  of  this  order,  the  regulations  pre¬ 
scribed  in  Parts  1201-1210,  1220-1239, 
1253  of  Chapter  X,  Subchapter  C  of  Title 
49  of  the  Code  of  Federal  Regulations 
be,  and  they  are  hereby,  revised  to  read  • 
as  set  forth  below. 

It  is  further  ordered.  That  service  of 
this  order  shall  be  made  on  all  affected 
carriers;  and  to  the  Governor  of  every 
State  and  to  the  Public  Utilities  Com¬ 
missions  or  Boards  of  each  State  having 
jurisdiction  over  transportation;  and 
that  notice  of  this  order  shall  be  given 
to  the  general  public  by  depositing  a 
copy  in  the  Office  of  the  Secretary  of 
the  Commission  at  Washington,  D.C.  and' 
by  filing  a  copy  with  the  Director,  Office 
of  the  Federal  Register,  for  publication 
in  the  Federal  Register. 

(49  U.S.C.  6b,  12,  20,  304,  320,  904,  913,  917, 
1003,  and  1012) 

By  the  Commission. 

Decided:  October  14, 1975. 

[seal]  Robert  L.  Oswald, 

Secretary. 

Note. — ^This  decision  is  not  a  major  Fed¬ 
eral  action  significantly  affecting  the  quality 
of  the  human  environment  within  the  mean¬ 
ing  of  the  National  Environmental  Policy 
Act  of  1969. 

Parts  1201-1210,  Uniform  Systems  of 
Accounts,  are  amended  as  follows: 

PART  1201— RAILROAD  COMPANIES 
General  Instructions 

1.  Instruction  1-3  Records  is  amend¬ 
ed  by  revising  paragraph  (c)  to  read: 

1—3  Records. 

•  •  •  •  • 

(c)  No  carrier  shall  destroy  any  books, 
records,  memoranda,  etc.,  which  support 
entries  to  its  accoimts  unless  destruc¬ 
tion  is  permitted  by  the  regulations  gov¬ 
erning  preservation  of  records.  Part  1220 
of  this  chapter. 

•  •  •  •  • 

PART  1202— ELECTRIC  RAILWAYS 

2.  Instruction  00-1  Classification  of 
carriers  is  amended  by  adding  a  new 
paragraph  to  read: 

00-1  Classification  of  carriers. 

•  •  •  •  * 

Class  n  and  in  companies  •  ♦  *  pro¬ 
vided  for  herein. 

No  carrier  shall  destroy  any  books, 
records,  memoranda,  etc,  which  support 
entries  to  its  accoimts  unless  destruction 
is  permitted  by  the  regulations  governing 
preservation  of  records.  Part  1220  of  this 
chapter. 

•  •  •  •  « 


PART  1203— EXPRESS  COMPANIES 
GENERAL  INSTRUCTIONS 

3.  Instruction  1-3  Records  is  amended 
by  revising  paragraph  (d)  to  read: 

1—3  Records. 

•  •  •  *  • 

(d)  No  carrier  shall  destroy  any  books, 
records,  memoranda,  etc.,  which  support 
entries  to  its  accounts  unless  destruction 
is  permitted  by  the  regulations  govern¬ 
ing  preservation  of  records.  Part  1220  of 
this  chapter. 

PART  1204— PIPELINE  COMPANIES 
GENERAL  INSTRUCTIONS 

4.  Instruction  1-2  Records  is  amended 
^  by  revising  paragraph  (c)  to  read: 

1—2  Records. 

•  •  •  *  • 

<c)  No  carrier  shall  destroy  any  books, 
records,  memoranda,  etc.,  which  support 
entries  to  its  accounts  imless  destruc¬ 
tion  is  permitted  by  the  regulations  gov¬ 
erning  preservation  of  records.  Part  1220 
of  this  chapter. 

PART  1205— refrigerator  CAR  LINES 

General  Instructions 

6.  Instruction  4  Records  is  amended 
by  revising  paragraph  (c)  to  read: 

4  Records. 

•  •  •  •  • 

(c)  No  carrier  shall  destroy  any  books, 
records,  memoranda,  etc.,  which  support 
entries  to  its  accounts  unless  destruction 
is  permitted  by  the  regulations  govern¬ 
ing  preservation  of  records.  Part  1220  of 
this  chapter. 

PART  1206— COMMON  AND  CONTRACT 
MOTOR  CARRIERS  OF  PASSENGERS 

Instructions 

6.  Instruction  2-2  Records  is  amended 
by  revising  paragraph  (c)  to  read: 

2—2  Records. 

•  *  •  *  * 

(c)  No  carrier  shall  destroy  any 
books,  records,  memoranda,  etc.,  which 
support  entries  to  its  accounts  unless 
destruction  is  permitted  by  the  regula¬ 
tions  governing  preservation  of  records. 
Part  1220  of  this  chapter. 

•  •  W  *  * 

PART  1207— CLASS  I  AND  CLASS  II  COM¬ 
MON  AND  CONTRACT  MOTOR  CAR¬ 
RIERS  OF  PROPERTY 

/ 

CLASS  1  AND  CLASS  II  MOTOR  CARRIERS 
INSTRUCTIONS 

7.  Instruction  2  Records  is  amended 
by  revising  paragraph  (d)  to  read: 

2  Records. 

•  •  •  •  • 

(d>  No  carrier  shall  destroy  any 
books,  records,  memoranda,  etc.,  which 
support  entries  to  its  accounts  unless 
destruction  is  permitted  by  the  regula¬ 
tions  governing  preservation  of  records. 
Part  1220  of  this  chapter. 

•  •  •  •  • 
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PART  1208— MARITIME  CARRIERS 
General  Instructions 

8.  Instruction  (B)  Records  is  amended 
by  adding  a  new  paragraph  to  read: 

(B)  Records. 

*  •  •  •  • 

(7)  No  carrier  shall  destroy  any 
books,  records,  memoranda,  etc.,  which 
support  entries  to  its.  accoimts  unless 
destruction  is  permitted  by  the  regula¬ 
tions  governing  preservation  of  records. 
Part  1220  of  this  chapter. 

PART  1209— INLAND  AND  COASTAL 
WATERWAYS  CARRIERS 

General  Instructions 

9.  Instruction  1  Records  is  amended 
by  revising  paragraph  (d)  to  read; 

1  Records. 

*  •  *  *  • 

(d)  No  carrier  shall  destroy  any 
books,  records,  memoranda,  etc.,  which 
support  entries  to  its  accounts  unless 
destruction  is  permitted  by  the  regtUa- 
tions  governing  preservation  of  records. 
Part  1220  of  this  chapter. 

*  «  #  •  • 

PART  1210— FREIGHT  FORWARDERS 
General  Instructions 

10.  Instruction  1  Records  is  amended 
by  revising  paragraph  (d)  to  read: 

1  Records. 

•  •  •  •  * 

(d)  No  carrier  shall  destroy  any 
books,  records,  memoranda,  etc.,  which 
support  entries  to  its  accounts  imless 
destruction  is  permitted  by  the  regula¬ 
tions  governing  preservation  of  records. 
Part  1220  of  this  chapter. 

*  •  •  •  • 

Parts  1220-1239  DESTRUCTION  OP 
RECORDS,  as  amended  as  follows: 

11.  The  tiUe  “PARTS  1220-1239  DE¬ 
STRUCTION  OP  RECORDS”  is  revised 
to  read: 

PARTS  1220-1239— PRESERVATION  OF 
RECORDS 

12.  Part  1220.  “RAILROAD  COM¬ 
PANIES,”  is  revised  to  read: 

PART  1220— PRESERVATION  OF 
RECORDS 

m6.0  AppllcabUlty. 

1220.1  Puipose. 

1220.2  Designation  of  supervisory  official. 

1220.3  Index  of  records. 

1220.4  Protection  and  storage  of  records. 

1220.5  Preservation  of  records. 

1220.6  Destruction  of  records. 

1220.7  Photographic  copies. 

1220.8  Companies  going  out  of  busln  sss. 

1220.9  Waiver  of  requirements  of  these 

regulations. 

1220.10  Schedule  of  records  and  periods  of 

retention. 

AuTHoamr:  Sec.  5a(3),  62  Stat.  472;  49 
UJS.C.  5b;  Secs.  12,  20.  24  Stat.  383  as 
amended,  386,  as  amended;  49  UB.C.  12,  20; 
Secs.  204,  220,  49  Stat.  546  as  amended.  563, 
as  amended;  49  UJS.C.  304,  320;  Secs.  304,  313, 
317,  54  Stat.  933,  944,  as  amended;  49  UA.C. 
904,  913,  917;  and  Secs.  403,  412,  56  Stat.  285, 
as  amended;  294,  as  amended;  49  nJ3.C.  1003, 
1012  unless  otherwise  indicated. 


§  1220.0  ApplicabHity. 

Before  destroying  any  operating,  ac¬ 
counting,  or  financial  papers,  records, 
books,  blanks,  tickets,  stubs,  corre¬ 
spondence.  reports,  or  documents  the  fol¬ 
lowing  companies  and  persons  subject 
to  the  provisions  of  the  Interstate  Cola-  • 
merce  Act  shall  comply  with  the  regula¬ 
tions  in  this  part: 

Railroad  companies 
Electric  railway  companies 
Express  companies 
Pipeline  companies 
Persons  furnishing  cars  to  railroads 
Motor  carriers  and  brokers 
Water  carriers 
Freight  forwarders 
Rate-making  organizations 

This  part  applies  also  to  the  preserva¬ 
tion  of  accounts,  records,  and  memo¬ 
randa  of  trafBc  associations,  demurrage 
and  car  service  bureaus,  weighing  and 
inspection  bureaus,  and  other  Joint  activ¬ 
ities  maintained  by  or  on  behalf  of  com¬ 
panies  listed  in  the  above  paragraph  of 
this  subpart. 

§  1220.1  Purpose. 

The  regulations  in  this  part  prescribe 
the  minimum  length  of  time  records  shall 
be  preserved,  after  which  they  may  be 
destroyed.  Mention  of  a  record  imposes 
no  requiremnt  that  such  a  record  be 
maintained  if  the  information  recorded 
is  not  requested  by  provisions  of  the  In¬ 
terstate  Commerce  Act  or  this  Commis¬ 
sion,  or  if  its  purpose  is  otherwise  being 
adequately  served.  The  provisions  of  this 
part  shall  not  be  construed  as  excusing 
compliance  with  the  lawful  requirements 
of  any  other  governmental  body.  Federal 
or  State,  prescribing  longer  retention 
periods  for  any  category  of  records. 

§  1220.2  Designation  of  supervisory  of¬ 
ficial. 

(a)  Each  company  subject  to  the  pro¬ 
vision  of  this  part  shall  appoint  an  officer 
or  other  responsible  employee  to  super¬ 
vise  the  preservation  and  authorized 
destruction  of  records.  Such  appointment 
shall  be  by  formal  corporate  act  of  the 
Board  of  Directors  or  its  executive  com¬ 
mittee  or,  if  the  company  is  not  in¬ 
corporated,  by  formal  deslg^tion  of  the 
owners. 

(1)  Designation  may  be  made  by  title 
only,  rather  than  by  name  and  title,  and 
thus  obviate  the  necessity  for  a  new  res¬ 
olution  or  order  each  time  a  successor  is 
appointed. 

(b)  If  the  property  of  the  company  is 
In  the  hands  of  a  trustee,  executor,  ad¬ 
ministrator,  or  assignee,  the  officer  or 
other  responsible  employee  supervising 
the  preservation  and  destruction  of  rec¬ 
ords  shall  be  designated  by  such  trustee, 
executor,  administrator,  or  assignee. 

(c)  Authority  to  supervise  the  destruc¬ 
tion  of  company  records  maintained  by 
an  association,  joint  bureau,  etc.  may  be 
delegated  to  the  manager  or  other  chief 
officer. 

(d)  A  company,. at  its  option,  may  by  a 
formal  act  of  appointment  delegate  to  a 
bank,  trust  company,  or  similar  institu¬ 
tion  having  custody  of  its  records  in  the 
normal  course  of  business,  the  authority 
to  destroy  such  records  upon  compliance 


with  the  requirements  of  regulations  in 
this  part.  ' 

(e)  Copies  of  the  resolution  or  orders 
of  appointment  need  not  be  filed  with 
the  Commission  but  shall  be  available  for 
inspection  by  the  Commission’s  duly  au¬ 
thorized  representatives. 

§  1220.3  Index  of  records. 

At  each  office  where  records  are  kept  or 
stored,  such  records  ^all  be  so  arranged, 
filed,  and  currently  indexed  that  they 
may  be  readily  identified  and  made  avail¬ 
able  to  representatives  of  the  Commis¬ 
sion.  In  the  company’s  general  offices  a 
master  index  shall  be  available  showing 
the  physical  location  of  the  various 
classes  of  records,  the  periods  to  which 
they  relate,  and  the  locations,  names,  and 
titles  of  the  custodians. 

§  1220.4  Protection  and  storage  of  rec¬ 
ords. 

The  company  shall  protect  records  sub¬ 
ject  to  the  regulations  in  this  part  from 
fires,  fioods,  and  other  hazards  and  safe¬ 
guard  the  records  from  unnecessary  ex¬ 
posure  to  deteiioratibn  from  excessive 
humidity,  dryness,  or  lack  of  ventilation. 

§  1220.5  Preservation  of  records. 

(a)  All  records  listed  in  S  1220.10  may 
be  preserved  in  either  hard-copy  paper- 
stock  or  nonerasable  microfilm  (see 
S  1220.7) .  However,  a  paperstock  or  mi¬ 
crofilm  record  need  not  be  created  to  sat¬ 
isfy  the  requirements  of  this  part  if  the 
particular  records  are  initially  prepared 
on  nonerasable  media  such  as  punched 
cards,  magnetic  tapes  and  disks.  Ihe  rec¬ 
ords  maintained  in  nonreadable  media 
and  the  underlying  data  used  in  their 
preparation  shall  be  preserved  for  the 
periods  prescribed  in  S  1220.10.  In  no  case 
shall  a  paperstock  or  microfilm  record  be 
destroyed  after  transfer  to  nonreadable 
media  before  expiration  of  the  prescribed 
periods  of  retention  without  Commission 
approval  (see  S  1220.6) . 

(b)  Each  nonreadable  form  of  media 
shall  be  accompanied  by  a  statement 
clearly  indicating  the  type  of  data  in¬ 
cluded  in  the  media  and  certifying  that 
the  information  contained  therein  is 
complete  and  accmrate.  This  statement 
shall  be  executed  by  a  person  having  per¬ 
sonal  knowledge  of  the  facts  contained 
in  the  records.  The  records  shall  be  in¬ 
dexed  and  retained  in  such  a  manner  as 
will  render  them  readily  accessible,  and 
the  company  shall  have  facilities  availa¬ 
ble  to  locate,  identify  and  reproduce  the 
records  on  paper  similar  in  size  to  the 
original  without  loss  of  clarity. 

§  1220.6  DestracUon  of  records. 

(a)  General  authority.  Records  de¬ 
scribed  in  these  regulations  may  be  de¬ 
stroyed  after  having  been  preserved  for 
the  prescribed  periods. 

(b)  Special  authority.  Special  author¬ 
ity  is  required  before  records  described 
in  these  regulations  may  be  destroyed 
prior  to  the  end  of  the  prescribed  reten¬ 
tion  periods.  Applications  for  special  au¬ 
thority  must  describe  in  detail  the  na¬ 
ture  and  pumose  of  the  records  in  ques¬ 
tion  and  the  reasons  continued  retention 
is  no  longer  considered  necessary  (see 
§  1220.9). 
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(c)  Method  of  destruction.  These  reg¬ 
ulations  require  that  records  be  preserved 
for  specified  periods.  Upon  expiration  of 
these  periods,  records  may  be  destroyed 
in  any  manner  if  the  company  so  elects. 
Precaution  should  be  taken,  however,  to 
shred  or  otherwise  destroy  the  legibility 
of  any  records,  the  content  of  which  is 
forbidden  by  law  to  be  divulged  to  un¬ 
authorized  persons. 

(d)  Premature  destruction  or  loss  of 
records.  When  records  are  destroyed  or 
lost  before  the  expiration  of  the  pre¬ 
scribed  retention  periods,  a  statement 
shall  be  prepared  listing,  as  accurately 
as  possible,  the  records  destroyed  or  lost 
and  describing  the  circumstances  under 
which  they  were  destroyed  or  lost.  The 
statement  shall  be  certified  by  an  ofQcer 
of  the  carrier  and  filed  with  the  officer 
having  supervision  over  preservation  of 
records.  A  copy  of  the  statement  shall 
also  be  filed  with  the  Secretary’s  Office  of 
this  Commission  within  ninety  (90)  days 
from  the  discovery  of  the  premature  de¬ 
struction  or  loss. 

§  1220.7  Photographic  copies. 

(a)  Any  record  may  be  transferred 
to  nonerasable  microfilm  (including 
microfiche,  computer  output  microfilm, 
and  aperture  cards)  at  any  time.  Records 
so  maintained  on  microfilm  shall  satisfy 
the  minimum  requirements  listed  in 
paragraphs  (b)  through  (f)  of  this  sec¬ 
tion. 

(b)  The  microfilm  used  shall  be  of  a 
quality  that  can  be  easily  read  and  that 
reproduction  in  paperstock  can  be  simi¬ 
lar  in  size  of  an  original  without  loss  of 
clarity  of  detail  during  the  periods  the 
records  are  required  to  be  retained  in 
{  1220.10. 

(c)  Microfilm  records  shall  be  indexed 
and  retained  in  such  a  manner  as  will 
render  them  readily  accessible,  and  the 
company  shall  have  facilities  available 
to  locate.  Identify  and  read  the  micro¬ 
film  and  reproduce  in  paper  form. 

(d)  Any  significant  characteristic, 
feature,  or  other  attribute  which  micro¬ 
film  will  not  preserve  shall  be  clearly 
Indicated  at  the  beginning  of  each  roll 
of  film  or  series  of  microfilm  records  if 
applicable  to  all  records  on  the  roll  or 
series,  or  on  the  individual  record,  as 
appropriate. 

(e)  The  printed  side  of  printed  forms 
need  not  be  microfilmed  for  each  record 
if  nothing  has  been  added  to  the  printed 
matter  common  to  all  such  forms,  but  an 
identified  specimen  of  the  form  shall  be 
on  the  film  for  reference. 

(f )  Each  roll  of  film  or  series  of  micro¬ 
film  records  shall  include  a  microfilm  of 
a  certificate  stating  that  the  photographs 
are  direct  and  facsimile  reproductions  of 
the  original  records  and  they  have  been 
made  in  accordance  with  prescribed 
regulations.  Such  a  certificate  shall  be 
executed  by  a  person  having  personal 
knowledge  of  the  facts  covered  thereby. 
Where  the  microfilm  is  computer  output 
microfilm  the  certtflcate  shall  state  Uiat 
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the  information  is  complete  and  accu¬ 
rate. 

§  1220.8  Con^Minies  going  out  of  busi> 
ness. 

The  records  referred  to  in  these  regula¬ 
tions  may  be  destroyed  after  business  is 
discontinued  and  the  company  is  com¬ 
pletely  liquidated.  The  records  may  not 
be  destroyed  until  dissolution  is  final  and 
all  transactions  are  completed.  When  a 
company  is  merged  with  another  com¬ 
pany  imder  jurisdiction  of  the  Commis¬ 
sion,  the  successor  company  shall  pre¬ 
serve  records  of  the  merged  company  In 
accordance  with  these  regulations. 

§  1220.9  Waiver  of  requirements  of 
these  regulations. 

A  waiver  from  any  provision  of  these 
regulations  may  be  made  by  the  Com¬ 
mission  upon  its  own  initiative  or  upon 
submission  of  a  written  request  by  the 
company.  Each  request  for  waiver  shall 


demonstrate  that  imtisual  circumstances 
warrant  a  departure  from  prescribed  re¬ 
tention  periods,  procedures,  or  tech¬ 
niques,  or  that  compliance  with  such 
prescribed  requirements  would  impose  an 
unreasonable  burden  on  the  company. 

§  1220.10  Schedule  of  records  and  pe¬ 
riods  of  retention. 

The  following  schedule  shows  periods 
that  designated  records  shall  be  pre¬ 
served.  The  descriptions  specified  under 
the  various  general  headi  gs  are  for  con¬ 
venient  reference  and  identification,  and 
are  intended  to  apply  to  the  items  named 
regardless  of  where  records  are  filed  and 
regardless  of  departmental  organization. 
Records  other  than  those  listed  below 
may  be  destroyed  at  the  option  of  the 
company  provided  such  records  used  in 
place  of  those  listed  are  preserved  for  the 
periods  prescribed  for  the  records  iised 
for  substantially  similar  purposes. 


Schedule  of  records  and  periods  of  retention 


Item 


Category  of  records 


Retention  period 


A.  COBPORATX  AND  OENKRAI. 

1  Incmporation  and  reorganization: 

(a)  Charter  or  cerUflcate  of  incorporation  and  amendments . .  Permtmently. 

(b)  Legal  documents  related  to  mergers,  consolidations,  reorganization.  Do. 

receivmhipe  and  similar  acUons  which  aSeet  the  identity  or  organi¬ 
zation  of  the  company. 

2  Minutes  of  Directors’,  Executive  Committees’,  Stockholders’,  and  other  cor-  Do. 

porate  meetings. 

3  Corporate  elections: 

(a)  Proxies  of  holders  of  voting  securities . . . 2  years. 

(b)  Ustsof  holders  of  voting  securities  represented  at  meetings.. .  Do. 

(c)  Ballots  cast  and  tabulations  of  votes . . . .  Do. 

(d)  Judges’  reports  of  election  results . . . . .  Do. 

(e)  QualificaUon  oaths  of  judges  of  election . OptionaL 

(f)  Qualification  oaths  of  directcss . . . . .  Do. 

4  TtUes,  franchises  and  authorities: 

(a)  Certlfleates  of  public  convenience  and  irecessity  issued  by  regulating  Until  expiration  or  caned- 

bodies.  lation. 

(b)  Operating  authorizations  and  exemptions  to  operate  issued  by  regnlatinc  Do. 

bodies. 

(c)  Copies  of  formal  orders  of  regulatory  bodies  served  upon  the  eampany.  .  1  year  after  expiration  or 

cancellaUon. 

(d)  Deeds,  charters,  and  other  title  papers . : . 8  years  after  dlspodtitHi  of 

property. 

(e)  Patents  and  patents  records . . . . . 1  year  after  expiration. 

5  Annual  reports  or  statements  to  stockholders,  file  copies  of . . . . 10  years. 

6  Contracts  and  agreements: 

Contracts  and  rdated  papers  for  transactions  which  are  subject  to  the  10  years  after  exifiration, 
larovlshms  of  the  Clayton  Antitrust  Act  <19  U8C  20).  provided  there  is  no 

pending  litigation  in- 

^  volved,  and  provided  the 

company  noUfies  the 
Coinmi^on  of  its  in¬ 
tended  action  2  weeks 
prior  to  date  the  records 
are  to  be  destroyed. 

(b)  Service  contracts,  such  as  for  operational  management,  accounting,  3  years  after  expiration  or 
financial  or  legal  servloe,  and  agreements  with  agents.  tennination.  - 

4c)  Contracts  and  ether  agreements  relating  to  the  construction,  acquisition  Do. 
cr  sale  of  real  property  and  equipment  except  as  otherwise  provided 
in  (a)  above. 

Id)  ContJ^ts  for  the  purchase  or  sale  of  material  and  supplies  except  as  1  year  after  expiration  or 
provided  in  (a)  above.  termination. 

(e)  Shipping  contracts  for  transportation  of  caretakers  of  freight _  Do. 

(n  Contracts  with  employees  and  employee  bargaining  groum .  •  Do. 

(g)  Contracts,  leases  and  agreements,  not  specifically  provided  for  in  this  3  years  aftw  exj^ration  or 
section.  termination. 

7  Aseountant’s,  auditor’s,  and  inspector’s  reports: 

<a)  Certineations  and  reports  of  examinations  and  audits  eondueted  by  3  years, 
public  and  certified  public  accountants. 

(b)  Reports  of  examinations  and  audits  conducted  by  internal  auditors,  Do. 
time  inspectors,  weight  inspectors,  and  others. 

B.  TBEASX7KT 

1  Capital  stock  records: 

(a)  Capital  stock  ledger . . . — —  0  years. 

(b)  CapiUd  stock  certificates,  records  of  or  stubs  of.  Note:  If  the  information  Do. 

shown  on  the  stubs  is  recorded  in  item  1(a),  the  stubs  are  required  to 
be  retiUned  3  years.  * 

(c)  Stock  transfer  raster . . . . . Do; 

(d)  Memoranda  and  mil  s  of  sale  or  transfer  ot  capital  stock . . . 2  years. 

(e)  Capital  stock  subscription  notices  andTequests  for  ailotments. . 1  year. 

(0  Can<»lled  capital  stock  certificates . . . -.i-'-’i; - - - Opfionifi; 
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ItOB 


Category  of  records 


Reteatio*  vetted 


S  Long-term  debt  records: 


te)  Bond  indenteres,  underwriting,  mortgage,  and  other  long-term  credit  6  years  after  redeavttoa. 
agreements. 

(b)  Registered  bond  and  debenture  ledgers .  Do. 

(c)  Stubs  or  similar  records  of  bonds  or  other  long-tMm  debt  Issued.  Note:  Do. 

If  the  information  shown  on  the  stubs  is  recorded  in  item  2(b)'.  the 
stubs  are  required  to  be  retained  3  years. 

(d)  Funded  debt  subscription  notices  and  requests  for  allotment . 1  year. 

(e)  Records  of  interest  paid  and  unpaid . 2  years. 

(f)  Data  pertaining  to  or  supporting  transfer  of  bonds  or  other  long-term  Do. 

debt. 

(g)  Cancelled  and  unissued  bonds,  mortgages,  notes  or  other  long-term  debt  OptionaL 

issued. 

3  Filings  with  an  authorization  by  regulatory  agencies: 


(a)  Authorizations  from  regulatory  b^es  for  issuance  of  securities  including  20  years  or  until  aU  seeuii- 

applioations,  reports  and  supporting  papers.  ties  ooTered  are  retired 

whicherer  is  shorter. 

(b)  Copies  of  registration  statements  and  other  data  filed  with  the  Securities  6  years. 

and  Ezchange  Commission  and  supporting  papers  in  connection  with 
offerings  of  securities  tor  sale  to  the  public  or  the  listing  of  securities 
on  an  exchange. 

4  Records  of  securities  owned,  in  treasury,  or  held  by  custodians,  detailed  ledgers  3  years  after  the  seourities 

and  journals,  or  their  equivalent.  are  sold,  redeemed  sr 

otherwise  disposed  of. 

5  Retired  securities:  stock  certificates,  bonds,  notes.  Interest  coupons,  receiver’s  Optional. 

and  trustee’s  certificates,  and  temporary  certificates  taken  up  and  cancelled. 

0  Records  of  Funds  and  Deposits: 

(a)  Statements  and  summaries  of  balances  on  hand  and  with  depositaries...  3  years. 


(b)  Depositaries  statements  of  funds  received,  disbursed,  and  transferred. ..  Do. 

(c)  Authorities  and  statements  for  transfers  between  dephsitaries... . .  Do. 

(d)  Records  of  outstanding  vouchers,  checks,  drafts,  etc.,  issued  and  not  Do. 

presented. 

(e)  Bank  deposit  books,  stubs,  ledgers,  or  records  of  checks . .  Do. 

(f)  Supporting  data  for  posting  of  miscellaneous  receipts  and  payments  of.  Do. 

funds. 

Q;)  Cash  remittance  reports  of  superintendents,  agents,  and  others.. .  Do. 

(n)  Records  of  verifications  of  treasurer’s  cash,  or  seourities. . . 2  years. 

(i)  Copies  of  deposit  slips . .  Do. 

H)  Penodlcal  statements  of  working  cash  balances . . . . Optional. 

;)  Lists  of  vouchers,  drafts,  and  checks  showing  mailing  dates . .  Do. 

7  Records  of  foreign  exchange  or  commercial  paper  purchased . . . . 3  years. 

C.  nNANCIAl  Afro  ACCOUNTINO 

1  Led^’ 

m)  General  and  snbsidiary  ledgers  with  indexes  thereto . 50  years. 

(b)  Balance  sheets  and  trial  batenoe  sheets  of  general  and  subsidiary  ledgers.  5  years. 

2  Journals' 

(a)  General  journals . . . . 50  years. 

(b)  Subsidiary  journals  and  any  supporting  data,  except  as  otherwise  pro-  0  years.  s 

vided  for.  necessary  to  explain  journal  entries. 

(c)  Schedules  of  reourting  or  standard  journal  entries  with  entry  identifloa-  TTntil  supecsoded. 
tiona. 

3  Cash  books: 

(a)  General  cash  books - - - - - - - -  10  years. 

(b)  Subsidiary  cash  books . 0  yearsi 

4  'Vouchers: 

(a)  Voucher  registers  or  equivalent... . . . .  6  years. 

(b)  Paid  and  cancelled  vouchers,  expenditure  authorizations,  detailed  dls-  Do. 
trlbution  sheets  and  other  supporting  data  Including  original  bills 
and  invoices,  except  as  otherwise  provided  herein. 

(o)  Vouchers  Indexes . . . . 3  years. 

(d)  Paid  drafts,  paid  checks,  and  receipts  for  cash  paid  out . . 6  years. 

5  Accounts  receivable' 

(a)  Record  or  register  of  aeoounts  receivable.  Indexes  thereto,  and  sum-  3  years  after  seUleaaent.' 
maiiee  of  dlstrlbntioa. 

(b)  Bills  issued  for  oolleotion  and  supporting  data . .  Do. 

(c)  Reports  and  statements  showing  age  and  status  of  receivables . . I  year. 

(d)  Authorizations  to  writing  oft  receivables _ _ _  Do. 

6  Records  of  acoounting  codes  and  Instractions . 6  years  after  disoontiauauM 


D.  PBOFKBTT  AITO  EQUIPMENT 

Note.— All  accounts,  records,  and  memoranda  necessary  for  making  a  com¬ 
plete  analysts  of  the  oost  or  valtte  of  property  shall  be  retained  to  the  periods 
shown.  If  any  of  the  records  elsewhere  provided  for  in  this  schedule  are  of  tida 
character,  they  shall  be  retained  for  the  periods  shown  below,  regardless  of  any 
lesser  retention  period  assigned. 

Property  records: 

(a)  Records  which  maintain  complete  information  on  oost  or  other  value  of  8  years  after  disposition  of 
all  real  Mid  personal  property  or  equipment.  property, 

fb)  Recordsofadoitionsandbettermentsmadetopropertyandequipment..  I>o. 

(c)  Records  pertaining  to  retirements  and  replacements  of  property  and  Do. 

equipment. 

(d)  Records  pertaining  to  depreciation: 

(1)  When  group  method  and  depreoiation  rates  are  prescribed  by  the  10  years. 

CoBUBistion. 

(2)  Other . .  3  years  after  dlsposItlBa  of 

property. 

(e)  Records  of  equipment  number  changes. _ _ _ _ _ ..s  Do. 

(f)  Records  of  motor  and  engine  chanm . . . .  Do. 

u)  Records  of  equipment  Ugntwelrted  and  stenciled .  Do. 

(h)  Files  of  detailed  authorisations  for  ezi)endltures,trork  or  Job  orders  show-  3  years. 

ing  estimated  costs  of  additions  and  betterments,  extensloiis.  replace¬ 
ments,  major  repairs  and  dismantlements,  approved  by  proper  ofll- 
cials,  together  with  all  supporting  data. 

0)  Periodical  inventories  of  pn^wrty  and  equimnent . .  3  years  after  prior  hi- 

Q)  Estimates,  detail  records,  and  other  data  for  proposed  expenditures  per-  Oph^Z* 
tainlng  to  pndeots  not  put  into  execution. 

Engineering  Records: 

(a)  Plans,  speolfloations,  estimates  of  work,  engineering  studies,  constmo-  3  years  after  dtspoaitioa  of 

tion  bids,  and  similar  data  pertaining  to  pn^ierty  changes  actually  property, 
made. 

(b)  Plans,  spedflcations,  estimates  of  worii,  engineering  studies,  expwl-  OptionaL 

mental  work,  and  similar  data  pertaining  to  projects  not  executed.  ' 
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Item 


Category  of  records 


Retention  period 


K.  FBBSONNXL  AMD  FATKOLL 

1  Personal  Records; 

(a)  Applications  for  employment,  remits  and  oertiflcates  of  physical  1  year  after  termination  of 

eiaminations,  service  records,  enlciency  tests,  qualification  records,  service, 
employees'  rosters  and  other  gmilar  employee  records. 

(b)  Records  of  Employees’  relief  hospital,  welfare  and  pension  insoranoe  1  year. 

and  savings,  and  workmen’s  compensation  accident  reports. 

(e)  AppUcation-s  for  emptoyment  and  replies  thereto  not  resulting  In  em>  OptlonaL 
ployment  of  applicant. 

(d)  Files  and  records  containing  assignments,  attachments,  and  garnish-  1  year, 
ments  of  employees’  salaries  or  wages,  notice  of  suits,  releases  and 
correspondence  incident  thereto. 

2  Payroll  records: 

(a)  Registers,  abstracts,  or  summaries  showing  earnings,  deductions  and  8  years. 

amounts  paid  to  each  employee  by  pay  periods. 

(b)  Records  showing  the  detailed  distribution  ct  salaries  and  wages  to  vari¬ 

ous  accounts. 

(c)  Receipted  payrolls,  endorsed  pay  checks  or  drafts,  receipts,  time  tickets, 

eertitlcates  Issued  for  wages,  discharged  tickets,  and  othor  evidences  of 
payment  for  services  rendered  by  employees. 

(d)  R^rds  of  annuities  of  pensions  paid  to  retired  employees  and  records  of 

death  benefits  paid  to  beneficiaries  of  deceased  employees. 

(e)  'Time  books,  time  cards,  time  sheets  and  summaries  thereof,  time  slips, 

predetermined  working  schedules,  overtime  tickets,  delayed  time 
tickets,  work  orders,  fob  ticket^  check  rolls  and  other  records  and 
papers  pertaining  to  service  of  omcers  and  employees, 
ff)  Records,  reports,  and  memoranda  concerning  deductions  from  payrolls..  Optional. 

(x)  Applications  and  authorities  for  changes  in  payrolls . .  Co. 

(h)  Cancelled  pay  checks  or  drafts  drawn  in  favor  of  employees  In  payment  Do. 
of  wages  for  whieh  receipt  is  shown  on  payrolls  or  other  records  retained. 

(I)  Cosnparativc,  analytical,  or  other  statistical  statements  of  pay . . 

(J)  Reedpts  for  payrolls  and  pay  checks  forwarded  to  agents  and  otb^  for 

distrlbutloa  to  employees. 


Do. 

Do. 


Do. 

Do. 


Do. 

Do. 


1 


2 


F.  DWtnUMCE  AMD  CLAIMS 


Insorance  records: 

(a)  Schedules  ef  hisursmoe  against  fire,  storm,  and  other  hasards  and  record  8  yeaiB. 

fA  premium  payments. 

(b)  Records  of  losses  and  recoveries  from  insurance  companies  and  support-  8  years  after  settlement; 

ing  papers. 

(c)  Records  and  files  of  fidelity  bonds  of  employees  and  others  responsible  1  year  after  migration  of 


for  funds.  coverage. 

(d)  Records  and  files  of  Indemnity  bonds  incident  to  transportation  and  Do. 

other  charges. 

(e)  Insurance  polidee _ _ _ _ _ Optional  after  expiration  or 

coverage. 

(f)  Inspectors’  reports  of  conditions  of  insured  property _ _ Optional  when  superseded. 

(g)  Bcbedules  of  risks  covered  by  self-insurance _ _ _ 2  yecus. 

(h)  Reports  to  insurers  of  aoddmts  or  losses,  and  all  correspondence  and  Do. 

memoranda  in  connection  therewith. 

(i)  Letter  and  telegraphic  reports  of  damages  by  fire,  collision,  etc . . .■  Do. 

(i)  Reports  of  minor  fosses  not  covered  by  insurance  or  less  than  the  mini-  Do. 

mum  amount  collectable. 

Claims  records: 

(a)  Claim  registers,  card  or  book  indexes,  and  other  records  which  record  8  years  after  settlement. 

personm  injury,  fire  and  other  claiins  agairut  the  company,  together 
with  all  supporting  data. 

(b)  Claims  registers,  card  or  book  indexes,  and  other  records  which  record  Do. 


overcharge,  damages,  and  other  claims  filed  by  the  company  against 
Uhert,  together  with  all  supporting  data. 

(c)  Records  giving  the  details  of  authorities  issued  to  agents,  carriers,  and  8  years. 

others  for  participation  in  freight  claims. 

(d)  Reports,  statements  and  other  data  pertaining  to  personal  injuries  or  Do. 

(ttmage  to  property  when  not  necessary  to  support  claims  or  vouchers. 

(e)  Reports,  statements,  tracers,  and  other  data  pertaining  to  uin:laimed,  1  year. 

ovw,  short,  damag^,  and  refused  freight,  when  not  necessary  to  sup¬ 
port  claims  or  vouchers. 

(f)  Authorities  for  disposed  of  unclaimed,  damaged,  and  refused  freight . 8yeeus. 


.  e.  TAXES 


1 


2 

8 


4 


Copies  of  returns  and  schedules  filed  with  taxiiu  authorities,  suppmling  work 

gtpers,  records  of  appeals,  lea  Mils  and  receipts  for  payments.  (See  Item  C-4(b) 
r  vouchers  evidencing  disbursements): 

(a)  Income  tax  returns . . . :.. _ _ _ .... 

(b)  Property  tea  rMums . . . . . . 

(c)  Sales  and  use  teaes . . . 

(d)  Other  taxes . 

(e)  Agreements  between  affiliated  companies  as  to  allocation  of  consolidated 
Income  taxes. 

(f)  Schedule  of  alloeation  of  consolidated  Federal  income  taxes  among 
affiliated  companies. 

Summaries  of  taxes  paia . . . . . ..... 

Filing  with  taxing  authorities  to  qualify  employee  benefit  ifiana. . . 


Information  returns  and  reports  to  taxing  authwities. 


8  years  after  settlement; 

-  Do. 

8  years. 

8  years  after  settlement. 


Do. 


Do. 


Optlcmal. 

3  years  after  settlement  of 
tax  return  or  discon- 
tinuanoe  cf  plan,  which¬ 
ever  is  later. 

8  years,  or  for  the  period  of 
any  extensloDB  granted 
for  audits. 


H.  FUECHASBS  AMD  STOKES 

1  Material  ledgers. 

(a)  Records  of  materid  and  supplies  on  hand . . . . .  2  years. 

(b)  Balance  sheets  of  material  and  suppHce  on  hand  at  division  stcrehonses.  Do. 

shops,  and  other  places. 

2  Inventories: 

(a)  Oeneral  Inventories  of  material  and  supplies  on  hand,  with  record  of  Do. 

adjustments  between  accounts  required  to  bring  stores  records  into 
agreement  with  physical  inventories. 

(b)  Stock  cards,  inventory  cards,  and  other  detailed  records  pertaining  to  Optional. 

the  taking  of  inventories  if  abstracted  into  records  covered  by  item 
2(a)  above. 

(c)  Minor  inventories  of  material  and  supplies  on  hand  if  not  reflected  in  Do. 

adjustments  of  accounts. 
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Iten  Category  of  reowds  Reteatloo  period 


S  Purchases  and  Sales; 

(a)  Copies  of  orders  for  the  purchase  of  material  and  supplies . .  2  years. 

(b)  Advices  from  indlriduals  and  companies  acknowle^ing  reoript  of  OptionaL 

orders  for  material  and  supplies  and  notices  of  shipment. 

(o)  Invoices  for  material  and  supplies  purchased  whether  attached  to  6  years, 
vouchers  or  died  separately.  (See  Item  C-4(b)). 

(d)  Reports  of  scrap  on  hand..:'. . . . . . .  2  years. 

(e)  Authorities  for  tne  sale  of  scrap  and  other  materieil  and  supplies _ _  Do. 

4  Material  and  supplies  received  and  Issued: 

(a)  Records  and  reports  of  material  and  supplies  received  and  issued .  Do. 

(b)  Records  of  inspecting  and  testing  materiai  and  supplies . Optionid. 

(o)  Records,  memorandi^  and  authorities  supporting  writeo^  of  surplus,  2  years. 

obsolete ,  and  scrap  material  and  supplies. 

(d)  Price  records  of  matmal  and  supplies  issued . . .  Do. 

I.  SHIPPINO  AND  AOENCT  DOCDMKNTS 

1  Bilis  of  lading  and  releases: 

(a)  Conagnors’  shipping  orders,  consignors’  shipping  tickets,  and  copies  of  3  years. 

bills  of  lading,  freight  bills  from  other  carriers  and  other  similar  docu¬ 
ments  fUml^ed  the  carrier  for  movement  of  freight. 

(b)  Shippers’  order-notify  bills  of  lading  taken  up  and  cancelled .  Do. 

2  Freight  waybills; 

(a)  waybills . . . .  Do. 

(b)  Interline  waybills  received  from  and  made  to  other  carriers . Do. 

(c)  Company  freight  waybills . . . .  Do. 

(d)  Express  waybills . . .  Do. 

3  Freight  bills  and  settlements: 

(a)  Paid  copy  of  freight  bill  retained  to  support  receipt  of  freight  charges. 

U)  Bus  express  freight  bills  provided  no  claim  has  been  filed . 1  year. 

(2)  All  other  freight  bills . 3  years. 

fb)  Paid  copy  of  freight  bill  retained  to  support  payment  of  freight  charges 
to  other  carriers. 

(1)  Bus  express  freight  bills  provided  no  claim  has  been  filed . 1  year. 

(2)  Ail  other  freight  bills . . 3  years. 

(o)  Records  of  unsettled  freight  bills  and  supporting  papers . . . 1  year  otter  disporiUoa; 

(d)  Records  and  reports  of  correction  notices . .  3  years. 

4  Other  freight  records: 

fa)  Records  of  freight  received,  forwarded,  and  delivered . . . .  Da. 

(b)  Notice  to  consignees  of  arrival  of  freight;  tender  of  delivery . . . 2  years. 

5  Agency  records  (to  include  conductors,  pursers,  stewards,  and  others): 

(a)  Cash  books . . . 8  years. 

(b)  Remittance  records,  bank  deposit  slips,  and  supporting  papers _  Do. 

(c)  Balance  sheets  and  supporting  papers . . . . . . 2  years. 

(d)  Statements  of  corrections  in  agents  accounts .  Do. 

(e)  Oth°r  records  and  reports  pertaining  to  ticket  sales,  baggage  handled.  Do. 

mlsixdlaueus  ooHections,  refunds,  adjustments,  etc. 

J.  TRANSPOBTATION 

1  Records  and  reports  of  tickets  Issued,  redeemed  and  destroyed,  and  ticket  stock  2  years. 

on  hand.  . 

2  Recordsandreportsofbaggagechecksissued,  sold,  and  on  hand . .  Do. 

8  Used  and  cancelled  tickets,  cash  fare  slips,  baggage  checks,  reports  of  which  have  OptionaL 
been  audited. 

4  Passes,  reduced  fare,  and  dckets; 

(a)  Copies  of  orders  in  printing  houses  for  pass  stock . .  Do. 

(b)  Records  of  pass  stock  received,  distributed,  and  destroyed . . 2  years. 

(c)  Records  and  reports  of  passes  and  tickets,  issued  free  or  at  reduced  rates.  Do. 

smd  of  such  tickets  requested  from  other  carriers. 

(d)  Records  of  passes  received  from  other  carriers . .  Do. 

(e)  Reports  of  trip  passes  and  free  or  reduced-rate  passenger-fare  tickets  is-  Do. 

sued  and  coUected. 

SI  Reports  of  annual  or  term  passes  honored _ _ _ _ Optionafe 

)  Void,  unused  or  unissued  passes . .  Do. 

5  Mail  service: 

(a)  Records  and  reports  of  mail  service,  mail  failures  and  detentions,  fines,  2  years, 
deductions,  and  Irregularities. 

(b)  Records  and  reports  of  mall  pouches  received  and  distributed . 1  year. 

6  Dispatchers’  sheets,  refdsters,  and  other  record  pertaining  to  movement  of  trans-  3  yean, 
portation  equipment. 

7  Import  and  export  records  including  bonded  freight  and  steamship  engagements..  2years. 

8  Records,  reports,  orders  and  tickets  pertaining  to  weighing  of  tr^ht . 3  years. 

0  Records  of  loading  and  unloading  of  transportation  equipment _ _ 2  years. 

10  Records  pertaining  to  the  diverrion  or  reconsignment  of  freight,  including  re-  *  Do. 

quests,  tracers,  and  correspondence. 

11  Records  pertaining  to  transportation  of  household  goods: 

(a)  Estimate  of  charges _ _ _ _ _ 8  yean. 

(b)  Order  for  service _ ....  Do. 

(c)  Vehicle-load  manifest . . ............  Do. 

(d)  Descriptive  inventory . . . .  Do> 

12  Records  and  reports  pertaining  to  operatlen  of  marine  and  fioating  eqnlpmeDt: 

(a)  Ship’s  log . .  3  yean. 

(b)  Ship’s  ancles . . .  Do. 

(c)  Passenger  and  room  list . .  Do. 

(d)  Floatmen’sbarge,  lighter,  and  scow  captains’ reports,  demurrage  records,  8yeor8b 
towing  reports  and  checks  sheets. 

Oar  distribution  and  movement— railroads  only: 

(a)  Records  of  car  allotment  and  distribution _ _ 2  yean;  ) 

(b)  Records  of  cars  ordered,  furnished  and  loaded . .....  Dsk  ' 

(c)  Records  showing  dates  and  numbers  of  trains,  initials  and  numbers  of  Do. 
cars,  movement  of  cars,  and  mileage  of  cars  and  trains. 

(d)  Reports  of  cars  Interchanged  with  connecting  lines _ _  DOi 

(e)  Reports  of  unfilled  ear  orders . . . . . .  1  year. 

(0  Per  diem  and  mileage  reports  made  and  received,  including  reclalnu  and  2  yean, 
discrepancy  and  adjustment  reports. 

(g)  Demurrage  and  storage  records . . . . .  Ba: 

Oil  and  other  products  stocks  and  movements— pipelines  only: 

(a)  Records  of  receipts,  deliveries,  pumplngs,  stocks,  and  over  and  short _ I  yean.' . 
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RULES  AND  REGULATIONS 


Item 


Category  of  records 


Retention  period 


(b)  Run  tickets  showing  quantities  by  tank  measurement  or  meter  readings 

of  oil  and  other  products  reoeiyed  into  and  deUvered  from  eompanys 
Unes. 

(c)  Reports  or  records  of  runs,  allowables,  and  legal  stocks  by  leases _ ^3 

(d)  Statements  of  oil  and  oil  products  consumed  as  fuel  including  quantity, 

value,  and  where  consumed. 

(e)  Statements  of  oil  and  other  moducts  lost  by  line  breaks  and  leaks  includ¬ 

ing  quantity,  value,  and  location  of  bre^s  and  leaks. 

(f)  Reports  of  power  furnished  by  ivoduoers:  monthly  reports  of  the  quan¬ 

tity  of  oil  run  In  connection  with  which  power  was  mmisbed  by  pro* 
duoers,  and  records  of  payment  for  such  power. 

Records  of  producers’  propoty  identifying  ownership  and  location  of  8  years  after  dlsooimecUon; 
producers’  tanks  or  wells  to  which  carrieii’  lines  are  coimected. 

(b)  Tank  gage  tables  for  all  tanks  used  in  carrier  operation . .  8  years  after  dlsoonneetion 

or  restrapplng. 

0)  Division  or  other  periodical  inventory  reports  of  oil  and  other  products  8  years, 
on  band. 

(])  Division  orders:  Directions  received  by  carrier  as  to  the  dlvition  of  inter-  3  years  after  dlscoutino- 
est  and  to  whose  account  transported  oil  should  be  credited.  anee. 

(k)  Directions  received  by  the  carrier  for  the  transfer  of  division  order  inter-  Do. 
ests  from  one  interest  owners  to  another. 

Q)  Transfer  orders  for  the  transfer  of  ownership  of  oil  or  other  products  in  8  years, 
carrier’s  ctistody. 

K.  TAKIrrS  AND  KATES 


Do; 


Do; 

Do; 


1 

2 

8 

4 

6 

« 


Official  file  copies  of  tariffs,  classiflcations,  division  riieets,  and  circulars  relative 
to  the  transportation  of  persons  or  property. 

All  other  copies  of  tariffs,  classificatioDs,  division  sheets,  and  circular  referred  to 
in  Item  1  above. 

Authorities  and  supporting  papers  for  transportation  of  property  or  passengers 
free  or  at  reduced  rates. 

Copies  of  concurrences  and  powos  of  attorney  filed  with  the  Interstate  Com¬ 
merce  Commission  and  other  regulating  bodies. 

Correspondence  and  working  papers  in  connection  with  the  making  of  rates  and 
compliance  of  tariffs,  classifications,  division  sheets,  and  circulars  affecting  the 
transportation  of  persons  or  property. 

Contracts  and  minimum  rate  schedules  of  contract  motor  carriers _ 

U  KSPOBTS  AND  STATlSncS 


8  years  after  expiration 
or  caneellation. 

Do. 


8  years. 

2  years  after  expiration 
or  cancellation. 

2  years  after  oaneellation 
of  tariff. 

8  years  after  exi^ratlon  or 
cancellation. 


1  Reports  to  Interstate  Commeree  Commission  and  other  regulatory  bodies: 

(a)  Annual  financial,  operating  and  statistical  reports,  file  copies  of,  and  10  years. 

supporting  data. 

(b)  Periodical  reports  of  operating  revmues,  expenses,  and  income,  file  copies  3  years. 

of,  and  supporting  data. 

(e)  Reports  detailing  use  of  proceeds  from  issuance  or  sale  of  company  seen-  Do. 
rides,  file  copy  of,  and  supporting  datSL 

(d)  Valuation  inventory  reports  and  records  together  with  related  notes,  8  years  aftw  disposition  of 
maps,  and  sketches;  underlying  engineering,  land,  and  accounting  the  property, 
reports,  pricing  schedules,  summary  or  collection  sheets,  yearly  reports 
of  changes  and  other  miscelfeneous  data,  all  relating  to  the  valuation  of 
the  company’s  property  by  the  Interstate  Commerce  Commission  or 
other  rotatory  body. 

3  Periodical  reports  of  accidents,  inspections,  tests,  hours  of  service,  repairs,  freight  8  years. 

ear  locations,  etc. 

8  Periodical  statistical  statements  of  operating  results  or  performance  by  tonnage.  Do. 
mileage,  passengers  carried,  piggyback  traffic,  omnrnoditieo,  costs,  analyses  of 
Increases  and  decreases,  or  otherwise. 

4  Itiscellaneous  statistical  reports,  statements  and  summaries,  not  otherwise  OptionaL 

provided  for  herein,  used  for  administrative  purposes  only  and  not  anterlng  the 
accounts  of  the  company, 

6  All  other  financial,  operating  and  statistieal  statements  <N  reports  with  support-  8yeaiB. 
lag  data. 

11.  mSCElXANKOUS 


1 

2 

8 

4 

8 

e 


7 


Index  of  records  (see  1220.3) - - - - - — —  Until  superseded. 

Statement  ttsting  records  prematurely  destroyed  or  lest  (see  1220.6(d)) _ Same  period  mesetibed  for 

listed  records. 

Instmetion  booklets,  circulars,  organization  handbooks,  bulletins.  Instructions  3  years  after  expiration  of 
to  agents,  conductors,  drivers,  and  other  employees,  and  other  matters  per-  eaneeUatlon. 
taiuing  to  the  operation  of  the  company. 

CorrespondsDoe  relating  to  subject  matter  covered  by  other  items  in  this  schedule.  Same  period  prescribed  for 
^  related  record. 

Tabulating  cards,  tapes,  and  other  media  used  in  the  compilation  (rf  statistics  Optional  after  summaries 
and  other  data  when  the  results  are  transcribed  to  other  records  covered  in  nave  been  made, 
this  schedule. 

Duplicate  ooifies  of  accounts,  records,  and  memoranda  listed  in  this  schedule,  if  OptionaL 
all  information  on  such  duplicates  is  contained  on  the  originals  or  other  copies 
retained,  and  if  such  duplicates  are  not  specifically  provided  for  in  this 

Complaints,  rriated  correspondence,  and  other  records  associated  with  adequacy  2  years, 
of  service,  equipment,  and  facilities  for  fright  and  passenger  operations. 


13.  The  following  parts  are  deleted: 

Pfjrt  1221  Electric  railways 
Part  1223  Express  compsmies 
Part  1224  Pipeline  companies 
Part  1225  Persons  furnishing  cats  to  rail* 
roads 

Part  1226  Motor  carriers  and  brokers 
Part  1227  Water  carriers 
Part  1228  Freight  forwarders 

PART  1253— RATE-MAKING  ORGANIZA¬ 
TIONS;  RECORDS  AND  REPORTS 

14.  Part  1253,  “Rate-making  Organi¬ 
sation;  Records  and  Reports,”  is 


amended  by  revising  §  1253.30  and  de¬ 
leting  S  1253.31.  As  amended,  these  sec¬ 
tions  read: 

§  1253.30  Retention  of  records. 

Each  organization  subject  to  section 
5a  shall  retain  records  or  documents  re¬ 
lating  to  its  transactions  or  activities  in 
accordance  with  Psirt.  1220,  Preservation 
of  Records,  of  this  chapter. 

§  1253.31  [Reserved] 
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